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CITY of EVERETT 
COMMUNITY, PLANNING and ECONOMIC DEVELOPMENT 
SHORT SUBDIVISION APPLICATION (REVIEW PROCESS I) 

       
Submit the following items listed in the checklist below by email except for items otherwise 
listed below.  If unable to submit by email, applications may be submitted by mail or at the 
Permit Services counter. Use this application to divide land up to nine lots in accordance with 
EMC 19.24 through 19.26.   
 
To file for a Final Short Subdivision, use the checklist on the next page.  
 
Preliminary Short Subdivision Submittal Checklist 

 
  Fee 
 
 
 
Total Fee: ___________ 

 

Preliminary Review Fee: See current land use application Fee 
Schedule posted online.  

Final Review and Fee: A fee will be required prior to recording the 
Final Maps (see the separate checklist and current Fee Schedule.)  

Fees may be non-refundable and payable by cash, check or credit 
card upon application.    

 Pre-Application 
 Meeting Request 
 or Waiver 

A Pre-application Meeting Request is required prior to submitting 
this application, unless waived by the Planning Department.  

PreApp#______________ Project Planner ____________________ 

  Land Use Application The Land Use Application must be filled out completely and signed 
by the owner, applicant, or primary contact.  

  Short Subdivision 
           Title Report  

      (Short Plat Certificate) 

Submit a Short Subdivision Title Report that is current within 90 
days of submitting the application. 

  Declaration of  
Ownership  

Submit one original for each owner. A notarized signature of all 
owners who have a vested interest in the property to be 
subdivided, as indicated in the title report. Use one of the attached 
forms (Individual or Corporation). Lending institutions will only be 
required to sign documents at final short subdivision approval. See 
attached instructions.  
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  Mailing List  Not required.  

  Preliminary   
Drainage Report and 
Improvements  

 

Provide a Preliminary Drainage Report. If any of the detention or 
water quality treatment standards are exceeded, drainage 
improvements must be provided per City Design and Construction 
Standards. Provide a conceptual plan showing location and type of 
stormwater facility.  

  Special Studies  

(Traffic, biological 
assessment, critical area, 
geotechnical report, noise, 
etc., if required by the City.)   

Submit each applicable study. The AutoCAD Project file delineating 
critical area features must be submitted to: 
planning@everettwa.gov.  A drainage report is not considered a 
special study.   

  Preliminary          
Short Plat Maps 

Must be drawn in accordance with the attached Short Subdivision 
Plat Map Requirements.  

  Submit Application 
with this checklist by 
email, in person or by 
mail.  Please email any 
documents you have in 
pdf format.  

 

By Email:  Email documents to planning@everettwa.gov.  List type 
of application in the subject line. 

 
In Person: City of Everett Public Works Building, Permit Counter 
 3200 Cedar St., 2nd Floor, Everett, WA  98201 
 
By Mail: Office of Community, Planning and Economic 

Development 
 2930 Wetmore Avenue, Suite 8A 
 Everett, WA  98201 
 

 
 
  

mailto:planning@everettwa.gov
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Final Short Subdivision Submittal Checklist   File Number: ______________ 
 

Submit for your Final Short Plat approval within one month prior to completing the required 
improvements as outlined in the Preliminary Short Subdivision approval document. Submit the 
following items below to the Permit Services counter to your project Planner. Make an 
appointment. Site improvements may be required to be completed prior to application for final 
approval. 

  Fee The fee is listed on the current Fee Schedule.  
Fee Paid: _____________ 
Receipt #: ____________ 

  Land Use 
Application 

 
The Land Use Application must be filled out completely and signed by 
the owner, applicant, or primary contact.  

  Final Subdivision 
Plat Map 

1) Provide a final plat map for review.  The maps must meet the 
Short Subdivision Plat Map Requirements and the recording 
requirements of the Snohomish County Auditor’s Office which 
can be found at: http://www.snohomishcountywa.gov/ 

 
2) Once the final map has been reviewed and comments provided 

to you, you will then submit two signed originals to City staff.  
 

3) Staff will sign copies and return to applicant for recording. 
Applicant will return a “Conformed Copy” to the Project 
Planner. 

  Short Plat 
Certificate                                 

 

Must be current to within 30 days of the recording date. If not, submit 
a new certificate. This report must confirm that the title of the lands 
being subdivided is under the ownership of the parties signing the 
map.   

  Conditions, 
Covenants and 
Restrictions 
 

Submit restrictions and covenants, if any, which will be necessary to 
address common parking, access, and utility facilities, as well as 
maintenance of such facilities. Such restrictions and covenants must be 
recorded prior to or simultaneously with the plat.   

  Other Documents 

 

Submit any Statutory warranty deeds, local improvement district 
covenants and easement documents.  

  Declaration of 
Ownership 

Only needed if not provided for on the map. If no longer current, a 
notarized signature of all owners who have interest in the property, as 
indicated in the Plat Certificate.  Sign within the one-inch margins. 
Submit one original copy. See instructions below. 

http://www.snohomishcountywa.gov/
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  Submit Application 
with this checklist by 
email, in person or by 
mail.  Please email 
any documents you 
have in pdf format.  

 

By Email:  Email documents to planning@everettwa.gov.  List type of 
application in the subject line. 

 
In Person: City of Everett Public Works Building, Permit Counter 
 3200 Cedar St., 2nd Floor, Everett, WA  98201 
 
By Mail: Office of Community, Planning and Economic 

Development 
 2930 Wetmore Avenue, Suite 8A 
 Everett, WA  98201 
 

 
 
  

mailto:planning@everettwa.gov






mailto:planning@everettwa.gov
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DECLARATION OF OWNERSHIP AND LEGAL DOCUMENTATION INSTRUCTIONS 
 

The Declaration of Ownership must be signed by all parties with interest in the real property.  The parties with interest in 
the property will be listed in the Short Plat Certificate, Plat Certificate, Binding Site Plan Certificate, or Boundary Line 
Adjustment Certificate.  For example, if a property owner wants to subdivide his/her property, he/she is married and there 
is a mortgage on the subject property, the declaration must be signed by the husband, the wife, and a representative of 
the mortgage company. 

 
Separate forms are provided for individuals and corporations.  The signatures must be provided on the appropriate form. 
The owner(s) must insert or attach (and write in "Attached") the legal description for the property, insert the date, and 
sign the form.  All names must be signed in the presence of a Notary Public.  The Notary Public will request picture 
identification to notarize the signatures. If additional forms are needed, they can be copied from the forms provided, or 
obtained from the Planning and Community Development Department. 

 
SHORT SUBDIVISION PLAT MAP REQUIREMENTS AND INSTRUCTIONS 

 
Submit the following maps for preliminary review:  
1) Preliminary Short Plat Map 
2) Preliminary Grading, Storm Drainage, and Utility Plan Map 
3) Preliminary Site and Landscaping Plan Map 

 
INSTRUCTIONS → The following matrix below shows the items that must be provided on each map. The matrix shows 
which of the following maps the information must be on and titled. Maps must be on 18" x 24" sheets, with 2" margin on 
the left edge and 1/2" margin on other sides.  On larger sites, the City may require that short plat maps submitted for 
preliminary approval be on larger sheets.   In order to be recorded by Snohomish County, the final short plat maps must 
also be in conformance with Snohomish County's recording requirements. 

 

Ite
m

 #
 

 

Preliminary 
Short Plat Map 

Preliminary 
Grading, Storm 
Drainage, and 

Utility Plan 
Map 

Preliminary 
Site and 

Landscape 
Plan Map 

Final  
Short Plat Map 

(submit at 
final) 

 1. Name of the short subdivision:  Block with 
language stating:  City of Everett Short Plat 
for (i.e., Owner's Last Name). 

x x x x 
 2. Legal description of entire parcel. 

 x   x 
 3. North arrow, scale, date drawn. x x x x 
 4. Existing and proposed boundary lines of lots, 

right-of-way for streets, and easements with 
accurate bearings, dimensions or angles and 
arcs, with central angles of all curves. 

x x  x 
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Ite
m

 #
 

 

Preliminary 
Short Plat Map 

Preliminary 
Grading, Storm 
Drainage, and 

Utility Plan 
Map 

Preliminary 
Site and 

Landscape 
Plan Map 

Final  
Short Plat Map 

(submit at 
final) 

 5. Project Description with the surveyor, 
applicant and/or owner, applicant’s contact 
information, surveyor’s contact information, 
title company, subject property’s parcel 
number(s), zoning and contiguous zoning, 
number of existing and proposed lots, 
minimum lot size required for the zone, 
school district, sewage provider, water 
provider, small vicinity map, nearest fire 
hydrants, and project phasing.  

x  x  

 6. Location, names, and right-of-way widths of 
all streets within the short subdivision and 
immediately adjacent to the short 
subdivision.   

x x x x 

 7. Lot numbers, block numbers. x x x x 
 8. Reference to private covenants and special 

short plat restrictions, existing and proposed 
(both those to be filed separately and on the 
face of the short plat). 

x   x 

 9. Declarations (when there is a dedication for 
road purposes, or no dedication).  x   x 

 10. Location, dimensions and purpose of any 
easements, noting if the easements are 
private or public. 

x x x x 
 11. Location and description of monuments and 

lot corners set and found.  A boundary survey 
is required for the preliminary submittal.  (All 
lot corners must be found and staked for final 
approval.) 

x   x 

 12. Datum elevations, per City of Everett datum. x x x x 
 13. Descriptions and ties to all control points 

must be shown with dimensions, angles, and 
bearings. 

x x  x 
 14. Addresses of all existing and proposed 

structures. x x x x 
 15. Setbacks and encroachments of existing 

structures. x x   
 16. Location of contiguous structures. x x x x 
 17. Area of all lots (gross and net).  x x x x 
 18. Building setback lines.  x x  
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Ite
m

 #
 

 

Preliminary 
Short Plat Map 

Preliminary 
Grading, Storm 
Drainage, and 

Utility Plan 
Map 

Preliminary 
Site and 

Landscape 
Plan Map 

Final  
Short Plat Map 

(submit at 
final) 

 19. Proposed building footprint on each lot 
showing the placement of the building on the 
lot, driveways and parking spaces and 
proposed private rear yard open space. 

 x x  

 20. Proposed landscaping. Show plant species 
names, number, size and spacing and the 
height of trees and shrubs at the time of 
planting. Details of any existing, proposed 
fences, retaining walls and berms. 
Specifications for planting areas, including soil 
quality, amendments, and mulch. Cross 
section drawings required for any landscape 
areas that incorporate LID stormwater 
facilities.   

 x x  

 21. Trees greater than 12" in diameter measured 
at 4.5' above existing grade.)    x x  

 22. The location of driveways, existing and 
proposed.  (Staff may require that driveways 
adjacent to the site and across the street be 
shown.) 

 x x  

 23. Conceptual design of street frontage 
improvements, including sidewalk, curb and 
gutter, tapers and street lights. 

 x x  
 24. Conceptual design of existing and proposed 

utilities, including location and size of sewer, 
water, drainage lines, vaults, boxes, power, 
power poles, gas, telephone and cable. 

 x x  

 25. Conceptual design of water quality facilities, 
and detention/retention/infiltration facilities, 
proposed raingardens. Show a table of 
impervious surfaces, existing and proposed.  

 x   

 26. Conceptual grading plan showing proposed 
and existing contours, road grades, cut and 
fills, retaining walls and rockeries.  

 x   
 27. Conceptual design of proposed recreation 

facilities when applicable.   x  
 28. Fire hydrant location and distance to all 

portions of the building site(s). Fire 
Department access and turnaround. 

 x x  
 29. Standard road section, if required by Public 

Works.  x   
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Ite
m

 #
 

 

Preliminary 
Short Plat Map 

Preliminary 
Grading, Storm 
Drainage, and 

Utility Plan 
Map 

Preliminary 
Site and 

Landscape 
Plan Map 

Final  
Short Plat Map 

(submit at 
final) 

 30. Existing and proposed elevation contours at 
intervals no greater than 5', with benchmark 
per City of Everett datum.  Topographical 
survey is required by a surveyor licensed in 
the State of Washington.  (Note:  The city 
may require that grading contours of 2' be 
provided for specific proposals.) 

 x x  

 31. Show all Critical Areas per Section 37 of the 
Zoning Code, including, but not limited to: • 
Areas of flood hazard. • Streams on or within 
200 feet of the project site and their buffers. 
• Wetlands on or within 200 feet of the 
project site and their buffers. 
• Geologically hazardous areas on or within 
200 feet of the project site and their buffers, 
including: slopes of 40% and greater, erosion 
hazard areas when associated with another 
ESA, landslide hazard areas, and seismic 
hazard areas. 
• Fish and wildlife conservation areas. 
• Slopes of 25% or greater associated or in 
conjunction with one or more of the ESAs 
listed above. • Ground water discharge areas, 
such as springs and seeps, that are associated 
with or occur upon any of the ESAs listed 
above. • Show the top, toe, and side of the 
slope. • Show the Snohomish River, Puget 
Sound (Port Gardner Bay), or Silver Lake if 
abutting the site.  If development is proposed 
within 200 feet of the shoreline or within the 
flood plain of the river see the Shoreline 
Permit application for details regarding site 
plan requirements. • Show proposed stream 
or wetland mitigation areas. 

 x x  

 32. Surveyor's Seal and Signature on all pages. x   x 
 33. Surveyor's Certificate: 

A certification by a Surveyor licensed in the 
State of Washington, that the survey is 
accurate and conforms to the provisions of 
city regulations and State law.  

x   x 
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Ite
m

 #
 

 

Preliminary 
Short Plat Map 

Preliminary 
Grading, Storm 
Drainage, and 

Utility Plan 
Map 

Preliminary 
Site and 

Landscape 
Plan Map 

Final  
Short Plat Map 

(submit at 
final) 

 34. Treasurer’s Certificate: 
I, Treasurer of Snohomish County, do hereby 
certify that all assessments on the within 
described tract of land have been fully paid 
and discharged as of ___________, 20___. 
_________________________ 
Treasurer, Snohomish County  
 

   x 

 35. Approvals: Short Subdivision No. ________ 
The City of Everett hereby determines that 
this short subdivision conforms to RCW 58.17 
and EMC Title 19 and is hereby approved.  
Note:  The City of Everett does not in any way 
warrant nor guarantee the accuracy of this 
record of survey. 
 
Examined and approved this  ___ day of ____ 
20__. 
_____________________________ 
Planning Director, City of Everett 

   x 

 36. Recording Certificate : 
Filed for record at the request of 
___________ this ___ day of ______, 20__, at 
___ minutes past ___  __m and recorded in 
Volume ___ of Plats, page ______, records of 
Snohomish County, Washington. 
________________________ 
Snohomish County Auditor 
__________________________ 
Deputy County Auditor 

   

x 

 











 Building Height Handout -Page 1 of  4 

City of Everett, WA 

      Building Height Handout 

This handout is designed to help you determine height calculations and show them on your 
building permit application submittal. A survey to determine the existing elevation of the property 
may be needed in order to apply for a building permit. Additionally, a height survey may be needed 
to verify building height while in construction.   

How to Calculate Building Height (see steps on page 2) 

The first step is to draw the smallest rectangle possible that fits around the footprint of the 
building. Measure the elevation of the midpoints of each line of the rectangle. The average 
elevation of those four points represents the ‘average base elevation’. The maximum height is 
measured from the average base elevation to the highest point of the roofline. In Historic Districts 
(H) and the Central Business District (B-3), building height is measured from the highest point of the 
sidewalk. However, in the H overlays, if the property slopes up from the roadway, the height may 
be determined from the average base elevation of the footprint. 

When are Height Calculations Needed? All permit applications for new buildings or 

additions that alter the height must have complete height calculations.  

When are Surveys Required? If the height of the building is within one (1) foot of the 

maximum building height, surveys are required from a professional land surveyor. Refer to the 
Everett Municipal Code (EMC) 19.39.180.  

For example, if the height calculations for your proposed garage measures 14'-6" (between 14 feet 
and 15 feet); surveys will be required. The attached two forms: Base Elevation Survey and Height 
Survey will need to be completed by a surveyor. Submit the Base Elevation Survey with your permit 
application prior to land disturbance. The Height Survey form, used to verify the building’s height, 
will need to be submitted to the City inspector at the time the framing inspection occurs.  

What is the Maximum Height Allowed in the City of Everett? The maximum height 

varies by zone and type of structure. You may check the Zoning Code online at www.everettwa.org, 

click on the drop down button  and select Zoning Code. Click on the 
MRSC link and go to Title 19, Chapter 6 to view Table 6.1 Development Standards for height 
information. NOTE: The numbers in parenthesis may have additional height requirements or refer 
you to another section of the code for height information.    

City Staff Assistance: City of Everett Permit Services Counter 
3200 Cedar Street, 2nd Floor, Everett, WA 98201 
425.257.8810 or planning@everettwa.gov 
M-F 7:30am – 4pm, closed 12-1 

http://www.everettwa.org/
mailto:planning@everettwa.gov
http://www.everettwa.org/default.aspx?ID=399
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City of Everett, WA 

How to Calculate Building Height and Show on Your Plans 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
                     
 
 
 

 

 
 

 
 
 
 

Step 1) Find the midpoints.  
Stake out the smallest rectangle 
that encompasses the corners of 
the proposed building. Label the 
midpoints “A, B, C, and D” on the 
site plan.  

Step 2) Select Bench Mark = 100'. 
Select a fixed bench mark or datum 
point such as the top of a utility 
cover, monument in road, or other 
permanent point that cannot be 
easily moved. Use the nominal bench 
mark elevation of 100' or a surveyed 
datum elevation. Show your bench 
mark and the starting elevation on 
the site plan. 

Step 3) Establish the difference in 
elevation. If the elevation of a 
point measured is above the bench 
mark then add to 100'. If the 
elevation is below the bench mark 
then subtract from 100'. 

Step 4) Calculate the average base 
elevation and maximum elevation. 
Add all midpoints together and 
divide by 4 to determine the 
average base elevation. Add the 
maximum height to the average 
base elevation to determine the 
maximum elevation allowed.  

A = ________ 
B = ________ 
C = ________ 
D = ________ 
    + ________  
Total Divided by 4 = ________Average Base Elevation 

  +       28' max. 
 Maximum Elevation Allowed = __________ 

Step 5) Show the height 
calculations.  
On your site plan, show your 
height calculations as shown 
in the table above. Also show 
one elevation view of your 
proposed structure with 
elevation and height 
calculations.  
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 Base Elevation Survey 
(For Surveyor Use Only IF a survey is required. Instructions: Complete this form to determine the average base 
elevation of the proposed footprint or to locate the highest point of the sidewalk, whichever applies. This form is to 
be submitted with the building permit application. Include these calculations on the site plan and building plans. 
During framing, the Height Survey form will be required for the framing inspection. Contact the Planning 
Department at 425.257.8731  if the structure does not meet the height limit.)  

Date of Survey: ____________________ PERMIT #___________________ 

Property Location Surveyed:  ___________________________________________________ 
(address and/or parcel #) 

Description of Bench Mark: ___________________________________________________ 

Bench Mark Elevation: ___________________________________________________ 

 

Check: 

BOX 1  I, _____________________________, certify that I measured the grade at the 

midpoints of the proposed structure at the undisturbed ground elevations / approved 

topography elevations for the property above.  

BOX 2  I, _____________________________, certify that I measured the highest point 

of the sidewalk for the property above. 

_______________________________ _________________ 
 Signature of Surveyor Date 

Company _______________________________ 

Address _______________________________ 

_______________________________ 

Phone/Email _______________________________ seal/stamp 

BOX 1 
A = ________ 
B = ________ 
C = ________ 
D = ________ 
   A+B+C+D =     ________ / 4 = __________ Average Base Elevation 

+ Maximum Height of__________ (feet) 
 = ___________ Maximum Elevation Allowed 

BOX 2 

Highest point of the 
sidewalk _________ EL 

*Submit a map showing
the location of the highest 
point of the sidewalk 
abutting the property. 
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Height Survey  
(For Surveyor Use Only IF a survey is required. Instructions: Complete this form prior to the framing inspection. This 
form will need to be provided to the City inspector at the framing inspection. Contact the Planning Department at 
425.257.8731  if the structure does not meet the height limit.)  

Date of Survey: ____________________ PERMIT #___________________ 

Property Location Surveyed:  ___________________________________________________ 
(address and/or parcel #) 

Description of Bench Mark: ___________________________________________________ 

Bench Mark Elevation: ___________________________________________________ 

Fill in the information from the approved Base Elevation Survey for Box 1 or 2 and complete Box 3) 

 

Check: 

I, _____________________________, certify that I measured the height of the structure from 

the  approved average base elevation /  highest point of sidewalk to the top of the 

ridge/roof. The structure  meets the height limit /  doesn’t meet the height limit.  

_______________________________ _________________ 
 Signature of Surveyor Date 

Company _______________________________ 

Address _______________________________ 

_______________________________ 

Phone/Email _______________________________ seal/stamp 

BOX 2 

Highest point of the sidewalk 
_________ EL 

*Submit a map showing the
location of the highest point of 
the sidewalk. 

A = ________       BOX 1 
B = ________ 
C = ________ 
D = ________ 
   A+B+C+D =     ________ / 4 = __________ Average Base Elev. 

+ Maximum Height of__________ (feet) 
 = ___________ Maximum Elevation Allowed 

BOX 3  
Actual Elevation*:  ___________ (elev.)  Height of Structure*: ___________ (feet) 
*Measure from the average base elevation to the roof peak or from the sidewalk to top of roof.
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